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Beginning July 5, 2022, as a result of the CAPPS Image and Tools upgrade, CAPPS Financials
approvers will see the fluid Approvals tile on their dashboards.

The worklist will no longer be available to users or approvers.

The tile appears on all dashboards in CAPPS, including modules that are not using the approval
workflow (examples: Asset Management and Inventory). This is to keep the fluid navigation
consistent for all CAPPS modules and to avoid future customizations:

o General Ledger

o Account Payable

o Purchasing

o Suppliers

o Travel and Expense
o Asset Management
o |nventory

o Project Costing

Approvals




Fluid Approval: Features

* View line and distribution information.

* View printable versions, comments and attachments.

* Documents from any module pending user’s approval are shown within the tile.

» User can view/filter to see only a specified type of transaction, i.e., requisitions, POs, journals,
vouchers, etc.

* View approval chain.

 The number of documents pending user’s approval is shown on the tile.
* Approver can Approve, Deny, Pushback (Level 2 or above) or Hold.

e Edit Purchase Order link (with security).

* Insert reviewers or approvers from the approval Chain.



Fluid Approval: Landing Page

 Document Types appear on the left-side navigation, by default.
* Can view by Type, From, Requestor and Date routed.

* Click on the document to drill down for additional information.

View By | Type - All

E 5 4

[ = Budget Journal i
Requisition RECO04G164

ﬁ Joumal Entry 1 628564 USD

& . Requisition S f REQOO4E561 S &

»  Purchase Order 1 B4TE LSD -

W Requisition ! Requisition s | REQOOATITS i & © g

30000 USD




Fluid Approval: Drill Down

* Displays information such as comment, attachments and printable versions.
* Approve, Deny or Pushback.

* View Approval Chain.

* Drill Down from here to see Schedule and Distribution information.

Requisition

Request for APT test
s ==

E Header is pendng your approval

Summary
Business Unit Reguisition I R22004
Routed Date  April 11, 2022 Requisition Dae Apal 11, 2022
Requester | - s - Entered by 1 -
Approval Justificaton We have a bot of sorting to do Budget Header Status Mot Budget Checked

= More Infermation

pal R e B
Wiew Printable Viersion

- Lines \
Lirve Murmbeer e Description Merchandize Amount

1 Collating machmne 2,601.00 WUsSD @




Fluid Approval: View Attachments

Any attached files can be seen under View Attachments.

€ Pending Approvals

1

« More Information

["v"lmu Attachmenis (1) ]

Approver Comments

Approval Chain

60.00 UsD
Summary
Business Unit
Invoice Number
Supplier Name
Due Date
Voucher Source
Line Detalls
Voucher Line Item

51000
PFTes
y'.fole
05088

Onling

Voucher

Business Unit 51000

Vioucher ID 00000172

= Attachments

Sequence Attached File

Y

1 {-é}-;//

View Attachments

Attachment Description

supporting doc

Entered By

Pamela Felps

Amount

60.00 UsD




Fluid Approval: View Approval Chain

Select Approval Chain to see approvers, comments and details.

Approval Chain

Voucher Approval - ALL Voucher

-~ BUSINESS_UNIT=Rm,
VOUCHER_ID=00000179

Start New Path

Voucher Approval
Z Pending

BAulli AppIOVETS
tth'f"

:'n.. #F I||.
M 1 Voucher Appirower

+ Comments

s S at 04/08/22 - 12:59 PM
please review this voucher




Fluid Approval: Start New Path

In the Approval Chain window, users can insert additional approvers or reviewers by selecting
the Start New Path button.

Approval Chain

Voucher Approval - ALL Voucher

- BUSINESS_UNIT=E S,
VOUCHER_ID=00000

Start New Path

Voucher Approval
Z Pending

M |i'l|i:'~. ADPIOVETS
Loved 1 Vouchar Approser

 Comments

B S at 04/08/22 - 12:59 PM
please review this voucher




Fluid Approval: Insert Additional Approvers

When the Start New Approval Path window opens, users can add new reviewers or approvers
by selecting the User ID and identifying if they are an Approver or a Reviewer.

 Panding Appicvals
£0.00 USD

Business Unil
v b Mumiber

Suppeer Marmé

Due Dade
Vioucher Source CFlrmss
Limne Dotails.
Vouwcher Lime Hem Desoripticn

PF Tes! Fhsdfgpoe-3
WLIHECHLRES T-CE M TRAL 5T 0HE

Lol

PFTEST FLUIDAPPROV-34

Viodcher

Start new approval path

Apspecren

70
E Falers

Foigrs
-
U
a it Price Arouni

D0 LD 000 LISD




Fluid Approval: Actions

An approver can Approve, Deny, Pushback or Hold the request. The Pushback option can only be
used by a Level 2 or above.

L] .
< Pending Approvals Voucher w Q A : @
60.00 USD
==l
Summary
Business Unit Voucher ID Q0000179
Invoice Number PFTest FludApprav-3 Created By [
Supplier Name WORKOQUEST-CENTRAL STORE Modified By 1
Due Date 05/08/22 Invoice Date D4/08/22
Voucher Source Online Voucher Style Regular Voucher
Line Detalls
Voucher Line Item Description Quantity uom Unit Price Amount
1 PFTEST FLUIDAPPROV-3 DESCR OF 0 0.00 USD 60.00 USD
+ More Information
View Attachments (1)
Approver Comments
Approval Chain »

10



Fluid Approval: Comments

Approver comments are optional on Approval but required for Deny or Pushback.

£ Pending Approvals
60.00 USD

summary
Business Unit
Invalce Number
Supplier Name
Due Date

Voucher Source

Line Detalls

1

» More Information

View Attachments (1)

Approver Comments

Approval Chain

PFTest FluidApprov-3
WORKQUEST-CENTRAL STORE
030822

Onling

Voucher Line Item Description

PFTEST FLUIDAPPRON-3 DESCR

Voucher

Approve

You are about to approve this request

Approver Comments

| arm approving this voucher

Voucher ID 00000179
Created By
Modified By

e e [DHI08/22

m Regular Yowchar

uom Unit Price

0.00 USD

Amount

60.00 LISD

11
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